
GOVERNMENT OF THE DISTRICT OF COLUMBIA 
D.C. Office of Personnel 

DPM Instruction No. 11B-28  
 
SUBJECT: Setting Pay upon Movement from Management                 Date: September 16, 2003 

Supervisory Service Positions Under the 
  Management Supervisory (MS) Schedule to 

Career Service Positions Under the District 
Service (DS) Schedule  

 
1. Purpose 
 

The purpose of this instruction is to inform agencies under the personnel authority of the 
Mayor of the policy established for setting pay upon movement from Management 
Supervisory Service (MSS) positions under the Management Supervisory (MS) Schedule to 
Career Service positions under the District Service (DS) Schedule. 
 

2. Definitions 
 
  For the purposes of this instruction, the following terms have the meaning ascribed: 
 

a. “Career Service status” means the status acquired by an employee who moves to the 
MSS without a break in service from a Career Appointment (Permanent).  

 
b. “Existing rate of basic pay” means the employee’s rate of basic pay at the time he or she 

moves from the MSS to the Career Service without a break in service. 
 

3. Provisions 
 

a. At the discretion of the agency head, the rate of basic pay of an MSS employee with 
Career Service status who moves to the Career Service without a break in service shall be 
set at any rate of the appropriate grade on the DS Schedule that does not exceed the 
employee’s existing rate of basic pay; provided that the new rate of basic pay shall not be 
set below the rate of pay that the employee would have attained in the Career Service had 
the MSS appointment never been effected.  

 
b. At the discretion of the agency head, the rate of basic pay of an MSS employee without 

Career Service status who moves to the Career Service without a break in service shall be 
set at the minimum rate of the appropriate grade on the DS Schedule or at any rate above 
the minimum rate that does not exceed the employee’s existing rate of basic pay. 
 

 
Note: DPM Instructions that are strictly procedural in nature have direct applicability only to agencies and employees under the personnel authority 
of the Mayor.  Other personnel authorities or independent agencies may adopt any or all of these procedures or guidance materials for agencies and 
employees under their respective jurisdictions.  [See DPM Chapter 2, Part II, Subpart 1, § 1.3] 
 
Inquiries:  Management Services, DCOP (202) 671-1300 
Distribution:  Heads of Departments and Agencies, HR Advisors, and DPM Subscribers 
Instruction Expires: Until Superseded  
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4. Examples 

 
Example 1:  An employee with Career Service status, at an MS-12/1 level, applies for and 
                     is selected to a Career Service (non-union) position at grade DS-11.  The new 
                     rate of basic pay is to be set in any of steps 8 through 10 of grade DS-11, as 
                     follows:   
 

Salary, grade and step under the MS Schedule:        $51,086 (MS-12/1) 
Rate of basic pay may be set as high as:                   $49,038 (DS-11/10)* 
Rate of basic pay shall not be set below:                  $46,600 (DS-11/8)** 

 
      *Rate of basic pay on the appropriate grade on the DS Schedule that does not exceed the 
       employee’s existing rate of basic pay at the time of movement to the Career Service position. 
 

**Rate of basic pay that the employee would have attained in the Career Service had the 
      MSS appointment never been effected. 
 
Example 2:  An employee with Career Service status, at an MS-14/4 level, is terminated 
          from the MSS and offered a retreat to a vacant Career Service (non-union) 
                     position at grade DS-14.  The new rate of basic pay is to be set in any of 
                     steps 4 through 7 of grade DS-14, as follows: 

 
Salary, grade and step under the MS Schedule:        $78,444 (MS-14/4) 
Rate of basic pay shall not be set higher than at:       $76,445 (DS-14/7)* 
Rate of basic pay shall not be set below:                   $70,724 (DS-14/4)** 

 
*Rate of basic pay on the appropriate grade on the DS Schedule that does not exceed the 
employee’s existing rate of basic pay at the time of movement to the Career Service position. 
 
**Rate of basic pay that the employee would have attained in the Career Service had the 
 MSS appointment never been effected.     

 
             Example 3:  An employee with Career Service status, at an MS-13/3 level, applies for 
                                 and is selected to a Career Service (non-union) position at grade DS-13.  The 
             new rate of basic pay is to be set in any of steps 3 through 6 of grade DS-13, 
                                 as follows: 
 

Salary, grade and step under the MS Schedule:         $64,449 (MS-13/3) 
Rate of basic pay shall not be set higher than at:       $62,946 (DS-13/6)* 
Rate of basic pay shall not be set below:                   $57,726 (DS-13/3)** 

 
*Rate of basic pay on the appropriate grade on the DS Schedule that does not exceed the 
employee’s existing rate of basic pay at the time of movement to the Career Service position. 
 
**Rate of basic pay that the employee would have attained in the Career Service had the 
 MSS appointment never been effected.      
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 Example 4:  An employee without Career Service status, at an MS-14/4 level, applies 

               for and is selected to a Career Service (non-union) position at grade DS-14. 
               The new rate of basic pay is to be set in any of steps 1 through 7 of grade 
               DS-14, as follows: 
 
Salary, grade and step under the MS Schedule:        $78,444 (MS-14/4) 
Rate of basic pay shall not be set higher than at:      $64,102 (DS-14/1), which 
is the minimum rate of the appropriate grade on 
the DS Schedule, but may be set as high as:             $76,445 (DS-14/7), which 
is the rate on the DS Schedule that does not 
exceed the employee’s existing rate of basic pay.     

 
Example 5:  An employee without Career Service status, at an MS-13/5 level, applies  

               for and is selected to a Career Service (non-union) position at grade DS-12. 
               The new rate of basic pay is to be set in any step of grade DS-12, as follows: 
 
Salary, grade and step under the MS Schedule:        $68,374 (MS-13/5) 
Rate of basic pay shall not be set higher than at:      $45,629 (DS-12/1), which 
is the minimum rate of the appropriate grade on 
the DS Schedule, but may be set as high as:             $58,770 (DS-12/10), which  
is the rate on the DS Schedule that does not 
exceed the employee’s existing rate of basic pay.     

 
Example 6:  An employee without Career Service status, at an MS-11/7 level, applies 
                     for and is selected to a Career Service (non-union) position at grade DS-12. 
                     The new rate of basic pay is to be set in any of steps 1 through 4 of grade 
                     DS-12, as follows: 

 
Salary, grade and step under the MS Schedule:        $50,895 (MS-11/7) 
Rate of basic pay shall not be set higher than at:      $45,629 (DS-12/1), which  
is the minimum rate of the appropriate grade on 
the DS Schedule, but may be set as high as:             $50,009 (DS-12/4), which 
is the rate on the DS Schedule that does not 
exceed the employee’s existing rate of basic pay.     

 
5. Effective Date  
 
 This instruction is effective immediately. 
 
 
 
 

  __________________________________   
                                                               Judy D. Banks 

                       Acting Director of Personnel 


